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Purity information 

mmLmM&WJkaasm 

Z.g<p j yfc/c-& Q-p--Pi‘e-<t 

f MI33I0H 

To carry out all phases of a Records Management Program as established ay Agency Regulations, through effec- 
tive planning, directing, installing, controlling and supervising methods of records creation, records 
maintenance, and records disposition. 


HattMKira lamiad 



Manhours per dmk 


6 


aacaote Smsm 

8 

960 maikK>ur& initially 

mziXteJXaa&tetii 

Correspondence Procedures 

4 


Forms Control 

12 

40 manhours initially 
B0 mantoirs training 

Beports Control 

12 

40 mannours initially 

Processing Correspondence 

40 

30 manhours training 

Top Secret 

22 


Gables 

10 

12 


filing 

16 


jtoaa&I 

: & 

40 manuours initially 


150 

1240 
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Vi tal Materials are those specific items in the possession of 
CIA which are essential to the Agency on a continuing oasis and 
which, in the event of destruction, would constitute a serious or 
irreplaceable loss* 

Work Proggaa 

To obtain from each operating Division or Staff Ciiief within toe 
Logistics Office a schedule of material considered to be vital to ais 
operations or functions. 

To publish an overall Logistics Office schedule of Vital Material 
as a guide to personnel that provisions should be made for depositing 
such material and to issue procedures for processing. Where possible 
to do so. copies of documents considered vital should be 

and forwarded currently to the Area Records Officer for deposit. 
Where -yMMnnrff copies are not practical, the Intent is to establish 
an automatic follow-up by the Area Records Officer to arrange micro- 
filmlng and deposit of the films. 

To execute proper deposit forms, forward all material received to 
toe CIA Vital Material Officer, and maintain centrally In toe Adminis- 
trative Staff receipts and records of all deposits. 

To review periodic machine record inventories received fro® the 
Repository and request withdrawal of obsolete or replaced material and 
to ms&a tripe to the Repository as necessary to become familiar wren 
the operations of toe system and with Logistics Office material on 
deposit there. 

To actively assist the Divisions in scheduling or preparing map* 
ter ial for deposit, and to maintain working liaiso n with the CxA Vita. 
Records Officer and Records Management f ffioers within other coopomnt& 
of the Age n c y to ensure that adequate material effecting tola Off*®® 
is deposited by other components — ^samples: Tables of Organisation 

Basic Personnel Records — Budget Records. 


jjUdjJLCLfid&iLfiS 


and is essentbl 25X 



dueh a program is required by CIA Regulation , , 

to continuing operation of toe Office in case of disaster, overall super- 1 
vision isustbe centrally assigned in order to avoid duplication of deposits 
tithln our Office or with other components of to© Agency. 

Manhours Required 

It is efftl^ tjyi that six mannours per week will be required in develop- 
• %nr + r h4 a program from an inactive stage* and that upon development, it will 

require ^Msf^^/d^2S^l^l^i6®§§J?fR00020008ffi33 S -4 ariG 

follow-up work. 
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Security Information 


dtudy and analysis of current and non-curzenc records, botn hsad- 
quarters and Field, with a view to aamgement planning, improvement in 
service and techniques , and to provide for systematic retirement and 
disposal of records 




To conduct an initial physical survey of all logistics Office 
records to cover: location, type of records and general description, 
raethod of f il ing , dates, types of filing equipment U3ed, space occupied, 
and other pertinent data. Juch surveys are to Include field installations 
for which logistics Office bears responsibility. Periodic inspection 
should be made from Headquarters and an individual appointed in the field 
to carry out established procedures. 

To prepare work sheet forms for all each surveys wide and to file 
centrally in the /kiainistrative Staff. Such records will serve as lx*~ 
veatoriea and will be available for any required reports or 
pertaining to records, filing equipment, apace occupied, or management 
surveys. 

To stake a n n u al reviews of the records of such surveys, physic ally 
recheck and bring up to date, and supplement the information obtained 
in the initial survey. 


To conduct spot surveys as found necessary to fulfill the obli- 
gation to retire and dispose of records as required by ’Ublic Law, or 
in connection with establishment or elimination of forms and records. 




Records Purveys are a requirement of Cl A Regulation | l and con- 

stitute the basis for all other phases of Records Management, particu- 
larly the orderly retirement of records and establishment of Disposal 
Jchedules as required by Public law. Such surveys and resulting in- 
ventories have many uses from a management point of view. 


Stetoi» 


25X 

1 


It is estimated that 960 manhours, or approximately sis months will 
be required to make initial surveys, ouch surveys naturally can be made 
only with the cooperation of and at the convenience of the operating 
elements. After the initial surveys, eight manhours per week should 
suffice for reviews and an n u a l surveys; additions and Ciumgeo to inven- 
tories; and required spot surveys to meet current needs. 


*■* 2 -* 
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Security Information 


In tnfSnno'S <»rnSLnde£!£ 'w* 13 ” ° r of records 

printed &£,“ “nrespondwid., large groupa of records, reporta, or 

■i^ork Pr»fTM 


s-as-y *-*- ot 

a or processing correspondence within the Office • 

Continuously spot check to insure that smear foT"m»t 
=ndEnu»tle«l atandartto are nalntained, 

S I S?Zd".“ e iwlne «-**• 

»-J°-!?!f, adTl °?. lina «*> iPtanee to clerical personnel at all 
nattara of oorreapoadanoe prooadure and to asaiat 

of Slf^^o^ 1 ^ for ol0rl “ 1 l»5octrinatlon 

&• i^raa Contm] 

In collaboration with the logistics Office Methods ihcaainer to; 

«nr} act as^contact 4®“°°*^ t rain ing in form iaanageiaent 

tact vita the Agency Brass© Management Officer. 

WtaSSomSI* “ d apeol ^- of 811 for “ «* »itu» to. 

11 kni S SJt n SfSLi 0 tSuS I ? 0nn S »4to»to for nee or revised 
K>«a aSJS. £* Jdmlnlatoa «' r o otaff to the Agmcy 

40 I,r8p “ r * “-I 1 ** 4 laatnictiona^ 

*£* f2££“ Sj!Sr“f. f ? r _ ngJ fo f“ duplication of Mdat- 

tte toSta SiSS^fJS !° 8l “* “"““e OT Ponodlne, .etc, ; 

oreated; aatdod 3yataE13 i nunber of ooplsa t6 be 

OTjeted, aatsod of filing to be uaed; and retirement ind dlapoaal 

for u^S^^iS^Offic^ ° r £OTm r ® qU ® stea Lmd apprc,,rsci 
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Security Information 

c * ifrporta Control 

2a co llab oration with the logistics Office Methods libeamiBer toi 


i« Participate in anticipated Agency training In Reports 
Management and Control. 

11* Inventory all recurring reports prepared within the Logistic® 
Office. 


HI. Review each inventory for duplication of information, proper 
distribution to insure full utilisation, possibility of consolida- 
ting reports, and eliminating unnecessary copioa, 

iv. Install a system of Reports Control, whereby all requests for 
submission of reourring reports would clear through the Adminis- 
trative Staff; would be considered in the light of existing re- 
ports; would be coordinated with the operating element} would be 
approved by the proper authority} and the most desirable format, 
distribution and point of record established. 

v. Prepare necessary instructions regarding / ^bft»^ntrol, proper 
format, reporting dates, etc. 

Justification 


Such review of rsoords creation is an integral part of any Records 
Management Program. 

The need for correspondence procedures is a continuing one and 
necessary to maintain acceptable standards. 

The Agency proposes to decentralise forms control as applying to 
forms designed for and used by a particular office and it will be the 
responsibility of the office to control th e need for and proper design 
and use of auoh forma. ~ ~ / 

The need for "Reports Control" is apparent. In that, at present, re- 
quirements for reports are placed on the operational element from with- 
in or outside the Logistics Office without regard to existing reports or 
availability of the required information in other forma of material. 


a.. ORnpBgppfldflBfia jaafiaamas 
Four (4) manhours weekly. 

b * Itoft-Saatoal 


Estimat ed 40 Harbours to inventory and set up required records. 
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c. 


Security Information. 


tra ^- 

Satimated 12 manhours per week on a continuing basis. 

ha ports 

trBlnlnE- K ^-»nt. Office 

t, h0U J! lnitlal: ^ ** setting UP system and records, 
estimated 12 tambours per week on a continuing basis. 

mim mtmmm 

” oonall W- proofing, mu of ^ 

M Esmm 

a. itofieaainr Gbrraamnd fflfifl 

and aXDeditSi^hi^TW •?* 0Wlt J ,,u * operations for the efficient 
il f Sdl i5 g J ? f incoming and outgoing correspondence 

arSSrf^ Gontro1 TAcb ® tn - Tbia systaa tcTwTaa 

t ^LtiS ^cumento in **th Security Regui*. 

? oontrol as to whore a document may be located at any 
particular time, and a a^-spence follow-up of material requiring 


b. 


2as ^MTlt and Retrlatar^ r^auiaanfc/t 


process, control, and maintain Top Secret and 

^^Qm^tSoS^ 1 ” 0 * Wlto a ~ Ba * ***&" — 

sSS??*" sss Fzsrzjgssgg 

top Secret and Registered material. ^ ^ wnaxing ox 

and C ® ctl ^ T°P 3®cret Control records of an receipts 

l£fV£L?JS * ot * a liaison in aH^^to 
advisable . reYieW ^^clAsaify or destroy Top Secret material as 


25X1 A2G 



io revise procedures and Instructions as necessary. 


ijjN y*^ pk *1 |*a p ^ pr«! ■" 
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requir©- 

oars© 


«*****.. ioi^up „ 

e. Mlinr 

M r *«®aMaS’ b ytlfI i3 ® 03 “•“•‘WUy, tonloal 

fUM **utlZ , &jsy for 311 SSS£^* 

oroaa the Office o--> +-- „ 

& »fs»nce service Insofar'aa 

*J» Mvlaloas to cos lunnt 1 
P»«Ju«,r “** IMO »«^tIo 0 s sua JSl 


25X1 A2G 


— £ KsTSStt. 01 - ~ - ^Uosa! eauitr** , 

ooch services are ®««t«r,+ < •♦ ., 

duiaSussf flTOUr1 ^. and Wst ta tbe 


continuing basis, 
continuing, basis. 


uc 


&© 


a* 


40 iaanbours per week on tt 

^° D ^firtt 

42 Jaaabours per week on a 


o. 


d. 


10 llourE P«r week 
12 liours per seek 


* « osntlcuicj: basis. 
“ a “Mtauluc basis. 

f > ?v •. a rj p?p.v. 
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«• HUjbc security Information 

16 hours per weak on a continuing basis, 


wmsumm 

Definition 

Toe orderly and systematic retiring of non-current records, both 
headquarters and Field, to a secure records area, and the subsequent 
disposal of records as authorised under a disposal schedule approved 
by National Archives. 




To apply present approved Retirement and Disposal schedule to 
Office t&qqv&b An4 %o dstabXlsh cssv 3 (>*vq£qt&zic& find fblioiwup 3ystr©n 
to ensure retirement and disposal in accordance with authorised schedules* 

After conducting records surveys, to prepare requests to tne national 
.archives, through General Services Office, fbr authorised disposal dates 
for records, headquarters and Field, not included in present schedule. 

Xo approve all “Records Retirement Bequest " forms; arrange for ac- 
ceptance and transmittal of the records, which are prepared fbr storage 
by the operating ©lament, and maintain records and locations of all .lies 
stored or disposed of. 

Xo offer advice and assistance as required on matters pertaining to 
the disposition of records and to issue any necessary instructions or 
procedures. 


J^yy ^oation 

Xhia phase of Records Management is mandatory under Public law and 
the Agency is committed to carry out ouch a program as rapidly as pos- 
sible. 

Hanhwi iaaMtefl 

3 manho urs per- week on a continuing basis. 
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